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This bulletin reminds timekeepers of early submission requirements for Pay Period 25 and

special processing instructions for Pay Periods 25 and 26. Time and Attendance Reports
(T&As) for these pay periods require special recording instructions for employees in
Leave Category 6. T&As for Pay Period 26 also require special preparation to ensure
accurate recording of emergency military leave and nonpay status hours.

Pay Period 25

Pay Period 26
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Early submission of T&As for pay Period 25 is important because of the holiday
season. T&As can be transmitted to the National Finance Center as early as
Tuesday, December 23, 2003, but no later than Tuesday, December 30, 2003. Itis
important that someone be available as a T&A contact point on Wednesday,
December 31, 2003, and Friday, January 2, 2004, to answer questions about T&A
processing problems.

Full-time employees in pay status who normally earn 6 hours of annual leave for
each full pay period (Leave Category 6) will accrue 10 hours of annual leave for Pa
Period 25, the last full pay period of Calendar Year 2003.

Leave will not be accrued by full-time employees in Leave Category 6 who are in
nonpay status for all of Pay Period 25 or who reach a multiple of 80 hours of nonpa
leave in this pay period.

mrr— C

Pay Period 26 is divided between the current and next calendar year. The
preparation of a split T&A to record emergency military leave or nonpay status
hours used in Pay Period 26 will ensure that these hours are charged to the
appropriate year. If a split T&A is not prepared to record emergency military leave
or nonpay status hours used in Pay Period 26, these hours will be charged to the n
calendar year.
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Fiing File with the Chapter 7 procedure

Instructions:

Expiration  January 10, 2004

Date:
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Please refer questions about T&A processing to the Payroll Operations Branch at
504-255-4630Q For questions about this bulletin, call4-255-53220r send an e-mail to
nfc.pvct@usda.gov
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Government Employees Services Division



